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SLD Portal Link
Local Maintenance Providers access the Electronic Maintenance Reports via the externally-facing SLD Portal:
https://sldportal.pnl.gov/index/login
Description of Forms
The Electronic Maintenance Report forms can be accessed via the Maintenance tab located in the SLD Portal. The Maintenance tab allows the user to create new reports and displays lists of in-progress reports. Once a Local Maintenance Provider has completed a report, the report will no longer appear in the list. 
Basic Features
The Electronic Maintenance Reports include a number of features which are described in the following sub-sections.
Data Saved Automatically
The report is saved as the user moves from one field to another within the form. Saving the form as each field is changed ensures that the data is not lost if the browser window is inadvertently closed or internet connectivity is lost. This save action is represented by an animated circle icon which is shown below for reference. The Maintenance Report Forms are divided into sections, which are listed in a navigation menu on the left side of the report form. Clicking on a Section listed in the navigation menu will take the user to the corresponding report form section. Additionally, the bottom of each report form includes "Previous" and "Next "buttons. Since changes are saved at the field-level as they are completed, the user can move forward and backward in the report without losing data. 
.1.3 Text Formatting Options
Text fields where longer free-form content may be expected have advanced formatting options. These options are presented in the tool bar at the top of these boxes and allow the user to format their text much like they would when using a word processing program (Bold, Italics, Underline, bulleted/numbered lists, etc.). Advanced copy/paste options allow users to paste text formatted in applications like Microsoft ™ Word while preserving much of its original formatting. 
.1.4 File Attachments
Important: Attached files cannot be used in place of completing fields in the report forms.
Important: File attachments in the Electronic Maintenance Reports do not fulfill the Local
Maintenance Provider requirement to upload "daily files" or other archiving. Local Maintenance Providers must continue to submit these files as required by their contract via the ORNL secure upload site.
In order to accurately document issue details or all maintenance work performed, the Local Maintenance Provider may need to attach pictures, scanned copies of checklists, or other supporting documentation. Multiple files can be added and attached to the report form. Additionally, attached files can be removed from the form prior to completion of the report. 
Issue Report Form
The Issue Report form is intended to capture Corrective Maintenance activities that return equipment to its original operational state. This might include troubleshooting/replacing parts that have failed degrading/disabling a system, realigning optical vehicle presence sensors, etc. Any issues that are reported to the Local Maintenance Provider by a site/Partner Country organization that require an action to return a piece of equipment to an operational state should be documented in an Issue Report.
Each issue should be documented separately in order to support the capture of accurate system reliability data. For example, a failed component in an RPM and a failed hard drive in a CAS Server should be reported on two separate Issue Reports.
Monthly Maintenance Report
The Monthly Maintenance Report is intended to capture preventative maintenance data from regularly scheduled Local Maintenance Provider visits to sites; recognizing that these visits may not be conducted monthly for all sites/countries. All preventative maintenance activities/checklists should be included in the Monthly Maintenance Report.
Requesting Access
To request access to the Electronic Maintenance Report Forms, submit a Service Request to the SLD Help Desk (SLDHelpDesk@pnnl.gov). An SLD Portal Administrator will verify the need for access with the corresponding Sustainability Manager/Program Management. The following information will be required to grant access:  List of the full names, emails and phone numbers of the individuals that will be authorized to submit data on behalf of the LMP Once access has been granted, the Sustainability Manager will provide the LMP user with their credentials and the originating Service Request will be completed.
Sustainability Manager Review of Reports
Electronic Maintenance Reports will require review by the Sustainability Manager for the corresponding Program/Country. The report forms include the ability for the Sustainability Manager to "certify" a report as complete or request additional detail from the Local Maintenance Provider. Separate guidance is provided to Sustainability Managers detailing the review/certification requirements for various report types.
Sustainability Manager "Certifies" a Report as Complete
A Sustainability Manager may "certify" a completed Maintenance Report by selecting the "Certify" button in the Review Section within the selected report. Once an Electronic Maintenance Report has been certified, the form is no longer editable, but may be viewed within the portal by the Sustainability Manager or others with an established need-to-know. The Local Maintenance Provider will receive an email notification when the Sustainability Manager has certified the report.
Sustainability Manager Requests Additional Information
Sustainability Managers have the ability to request that the Local Maintenance Provider revise a Maintenance Report by selecting the "Un-Complete" button in the Review Section within the selected report. The Sustainability Manager has the option to include a note about the reason for un-completing the report. This note is visible to the Local Maintenance Provider along with the uncompleted report to facilitate revision. Once the report is un-completed, the Local Maintenance Provider will receive an email notification advising that they should review the Sustainability Manager's comments on the report within the SLD Portal.
Issue Report Form
Background Information (Section)
This section is designed to capture basic information about the issue, including where the issue occurred, who is completing the form, and contact information for the Local Maintenance Provider that responded.
Country -Enter the name of the Partner Country where the site is located.
Maintenance Provider -Provide the name of the Local Maintenance Provider reporting/responding to the issue.
Completed By -This field is intended to capture the names of the individuals who worked on the reported issue. This includes the technicians who responded to the issue (onsite or remotely) and the person completing the report. The role of each person included should also be provided.
Contract -Provide the Contract, Basic Order Agreement, or other unique identifier associated with the Local Maintenance Provider's support agreement.
Phone Number -Enter the Local Maintenance Provider's business phone number.
Email -Enter the Local Maintenance Provider's business Email address.
Issue Information
Issue ID -If the Local Maintenance Provider has an internal identification number used for tracking issues reported to them, they should provide that number in this field. If a site does not have an existing naming convention for tracking issues corrected by the Local Maintenance Provider, a suggested format is YYYYMMSite#### where:
 YYYYMM -four digit year and two digit month an issue was called into the LMP  Site -the first four letters of the site name  #### -a number starting with 0001 and is reset every January 1 
Reported By -Provide the name of the organization that reported the issue (Customs, Port Authority, etc.) to the Local Maintenance Provider.
Priority -Identify the severity of the reported problem using the following criteria:
 Critical -Applies to issues where the system is deemed completely inoperable or diminished in function to the point that it cannot detect the target quantities and types of special nuclear material and other radioactive materials of concern.  Major -Assigned to issues in which the system is still operational, but the ability to detect target quantities and types of special nuclear material and other radioactive materials of concern is hindered. This ranking will also have a focused impact on site operations, such as a site's ability to continue the movement of traffic efficiently because too many portals or lanes are not functioning.  Minor -This priority is assigned to issues in which the system is operational with diminished, but tractable functionality. Unresolved issues remain within the detection system with which the LMP needs assistance, but the issues do not impact the operational capacity to detect the target quantities and types of special nuclear material and other radioactive materials of concern.
Date of Response -Enter the date/time that the Local Maintenance Provider responded to the reported issue, either by remotely troubleshooting the reported problem or by visiting the site. The format for this date field is YYYY-MM-DD where:
 YYYY -four digit year  MM -two digit month  DD -two digit day
Issue Description -Describe the issue as reported.
Diagnostic Steps -Describe the diagnostic steps taken, and the results of each step.
Help Desk Assistance Required -Check this box if a SLD Help Desk Service Request is required to resolve the issue. Upon completion of this Issue Report, the system will notify the Help Desk that a new Service Request is required.
Important: If a Service Request is already open to address this issue, leave this box unchecked and include the Service Request number in the field provided below.
Resolution -Describe the final resolution of the issue, including repaired/replaced components.
Important:
If the issue was not resolved and the "Help Desk Assistance Required" checkbox is checked, the Local Maintenance Provider can use this box to capture actions that are needed to resolve the issue, if known (i.e. a part needs to be ordered).
Parts and Materials Used
This section is intended to capture whether parts were used to resolve the issue, what parts were used, and whether the Local Maintenance Provider requires replenishment for the consumed parts.
Spare Parts Used? -This checkbox should be checked if parts were used from the Local Maintenance Provider's spare parts inventory.
Spare Parts -The Local Maintenance Provider will use the fields in this table to identify parts used from their spare parts inventory. Additional rows can be added or removed as needed. Subsequent sections describe each field in the table.
Part#/Description -Provide the part number or a part description in this field.
QTY -List the quantity of this part that was used to resolve this issue.
Location Deployed -Briefly describe the location where the replacement parts were deployed.
Date/Time -Date/time the part was used. The format for this date field is YYYY-MM-DD where:
Replacement Needed -The Local Maintenance Provider can check this box to indicate that this part will need to be replenished in their spare parts inventory.
Important:
Checking the "Replacement Needed" box will not automatically result in a shipment of new spare parts. Local Maintenance Providers will still need to submit a formal request for spare parts following the Sustainability Manager's guidance.
Stock Remaining -The Local Maintenance Provider reports how many of the identified part is remaining in their spare parts inventory.
Other Parts and Materials Used? -This checkbox should be checked if parts or other materials that were not part of the Local Maintenance Provider's spare parts inventory.
Other Parts and Materials -The Local Maintenance Provider will use the fields in this table to identify parts that were not part of the spare parts inventory. Additional rows can be added or removed as needed. Subsequent sections describe each field in the table.
QTY -List the quantity of this part that was used to resolve this issue.
Replacement Needed -The Local Maintenance Provider can check this box to indicate that they would like to have this part replenished as a new item in their spare parts inventory.
Important:
Stock Remaining -This field does not need to be completed for parts that are not included in the Local Maintenance Provider's spare parts inventory.
Review Section
The Review Section displays all of the information entered on a single read-only form that can be easily reviewed and printed prior to completion.
Important:
Once a Maintenance Report Form is marked complete, it will no longer appear in the Local Maintenance Provider's list of in-progress reports.
Sections on the review screen can be expanded or collapsed using the "+" and "-" buttons or the "Expand All"/"Collapse All" buttons at the top of the screen.
If changes need to be made to one of the previous sections, the user can navigate to the related section using the menu on the left side of the screen to return to the desired section or by selecting the "previous" button to be returned to the "Parts and Materials Used" section. 
Printing/Saving a copy of the report prior to Completion
To print or save a copy of the report prior to marking it complete, the user can click one of two "Print Preview" buttons on the screen, as indicated in the Figure below . This will open a new window with a copy of the report that is formatted for printing.
Print the Report
To print the page, select "Print…" from the "File" menu within the browser or click the printer icon in the toolbar. In most browsers, the report can also be printed by pressing "Ctrl-P" on the keyboard. 
Save the Report
To save an electronic copy of the report, select "Save As…" from the "File" menu within the browser.
Figure 8. Saving a Report before Completion
Enter the desired filename, select the preferred file type, and click "Save". 
Completing the Report
Once the Local Maintenance Provider has reviewed their report, they can select the "Complete" button at the bottom of the Content Review page to submit their report to the Sustainability Manager for review. The following warning box will appear:
Figure 10. Report Completion Warning Dialogue
Press "OK" to mark the report complete, or press "Cancel" to return to the report form without completing the report.
Sustainability Manager Content Review
After the Maintenance Report Form has been marked complete by the Local Maintenance Provider, the Sustainability Manager will review the report. The Sustainability Manager will either "Certify" the report as received or "Un-Complete" the report.
If a Sustainability Manager marks a Maintenance Report "Un-Complete", there is an option to include a note about the reason for un-completing the report. This note is visible to the Local Maintenance Provider along with the uncompleted report to facilitate revision. The un-completed report appears in the Local Maintenance Provider's list of in-progress reports. The Local Maintenance Provider can then edit the form to provide the information requested by the Sustainability Manager and then "Complete" the report again.
Monthly Report
Background Information
This section is designed to capture basic information about the Monthly Maintenance Report, including who performed the work, contact information for the Local Maintenance Provider, and the start date/end date for the reporting period.
Maintenance Provider -Provide the name of the Local Maintenance Provider.
Completed By -This field is intended to capture the names of the individuals who completed preventative maintenance work during the reporting period. This includes the technicians that visited the site and the person completing the report. The role of each person included should also be provided.
Email -Enter the Local Maintenance Provider's business Email address.
Report Start Date -Provide the start date for the reporting period. The format for this date field is YYYY-MM-DD where:
Report End Date -Provide the end date for the reporting period. The format for this date field is YYYY-MM-DD where:
Preventative Maintenance
Preventative Maintenance information is captured at the site-level within the report and the form allows the user to add multiple sites to a single report. By default the Site Specific Information sub-sections are collapsed. The "+" button next to "Site Specific Information" heading can be clicked to expand the subsection, revealing the fields described in this section. Additional sites can be added to the report and may be removed if a mistake is made. 
Preventative Maintenance Completed -This checkbox provides a simple mechanism for the Local Maintenance Provider to indicate that they completed all Preventative Maintenance, including any checklists, as required by the maintenance contract. Local Maintenance Providers should attach any completed checklists using the attachments option described below.
Equipment Counts -This section requires the Local Maintenance Provider to identify equipment deployed at the site and the status of the equipment upon their arrival to perform schedule maintenance, as well as at departure. The first row of the table is always present, albeit initially empty. For each additional system, the user can add a row using the "Add Item" button below the table System -The user must select from a pre-defined list of systems for which counts are required.
Total -The total number of specified system deployed at the site.
Broken -The number of the identified systems that were found to be broken during the visit.
Repaired -The number of the previously identified "broken" systems that were repaired prior to departure.
Observations -This field captures site-specific observations made during the preventative maintenance visit(s). Part#/Description -Provide the part number or a part description in this field.
Attachments -
QTY -List the quantity of part(s) that were consumed.
Location Deployed -Briefly describe the location where the consumable parts were deployed (i.e. RPM enclosures lanes 1-4).
Date/Time -Date/time the consumable part was used/consumed. The format for this date field is YYYY-MM-DD where:
Important:
Stock Remaining -The Local Maintenance Provider reports how many of the identified part is remaining in their spare parts inventory. To save an electronic copy of the report, select "Save As…" from the "File" menu within the browser.
Related Issues & Comments
Figure 14. Saving a Report before Completion
Completing the Report
Figure 16. Report Completion Warning Dialogue
Sustainability Manager Content Review
If a Sustainability Manager marks a Maintenance Report "Un-Complete", there is an option to include a note about the reason for un-completing the report. This note is visible to the Local Maintenance Provider along with the uncompleted report to facilitate revision. The un-completed report appears in the Local Maintenance Provider's list of in-progress reports. The Local Maintenance Provider can then edit the form to provide the information requested by the Sustainability Manager and then "Complete" the report again. Neutron detectors iii.
Detector Enclosure iv.
Electronics controls v. Software vi.
Power Supply vii.
Hydraulics, steering, air-suspension systems viii.
Metal frame e. Mobile Detection System (van-mounted) -a vehicle, typically a van, retrofitted with radiation detection equipment and alarm system. i.
Gamma detectors ii.
Neutron detectors iii.
Electronics controls iv. Software v.
MDS vehicle f. Handheld Detectors -Portable, light weight radiation detectors (See figure 3 for examples) .
i. Personal Radiation Detector (PRD) -is wearable gamma and/or neutron radiation detector, approximately the size of a pager. ii.
Radiation Isotope Identification Device (RIID) -Handheld gamma (Sodium Iodine-NaI) and neutron (Helium-3 tube) detector typically used to locate and identify radioactive material. iii.
High Resolution Radiation Isotope Identification Device (RIID) -Handheld gamma detector (typically high purity germanium-HPGe) with high resolution spectra for accurate and reliable radioactive isotope identification. iv.
Survey Meter -radiation detection equipment which is more sensitive in gross radiation counts than a PRD or RIID. It is used for searching. v.
Batteries -power source inside the handheld detectors.
2. Central Alarm System -Equipment and software which provide information that allow an operator to monitor system status, analyze alarm information, document alarm disposition and archive pertinent data. a. Server -one or series of computers that link other computers or electronic devices together i. Hardware ii.
Un-interrupted power supply
